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Introduction

The following is a story board of a tutorial depicting the steps and
screen selections required to perform various message related
functions using the Office 365 Outlook Web Access (OWA)
application.

What is covered in ‘Calendar Tab - Overview’ tutorial is a high level
review of:

* Sign on

* High level overview

* New Event selection and screen

» Calendar views (day, week, ...)

e Select a month to view

* Select ‘go to today’ to view today

* Sign out

As the tutorials are designed to be viewed in a reasonable amount of
time each one covers specific activities. Other commonly used
capabilities will be the subjects of other tutorials.
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0365 — OWA Internet - Sign in Screen
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0365 — OWA Sign in progress screen
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When a staff person signs on they are presented the Outlook Tab.
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Calendar Tab — High Level Overview
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Calendar Tab — New Event - Select
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Calendar Tab — New Event — Event creation screen
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Calendar Tab — Calendar Views — Month
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Calendar Tab — Calendar Views — Week
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Calendar Tab — Calendar Views — Work Week
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Calendar Tab — Calendar Views — Day
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Calendar Tab — Main Calendar — Select a month to view
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Calendar Tab — Main Calendar — Month to view displayed

€& = C' | htips://outlook office365.com/owa/ 7wa=wsignin1 0#path =/calendar w =

= Apps ¥ Weloome bo the Montg... 5‘, SiriuskM Internet Radi... D M5 Content Manager Google E Google Analytics Offici... @ ABCNews.com - Breaki.. E (BS hews - Breaking ... m CNM,com - Breaking M...  #% Ercaking News & Top .. TN Office 365 deploymen... M County Web colabora.. (] 5W Tools (] 0385 » [ Other bookmarks

[ Office 365 Outlook  Calendar People === [ERIENNIVIVSTEANEFORNE ]

G—) new event October 2014 day work week week month

«jan feb  mar

ay jun jul aug sep oct nov dec » gototoday (3] SHARE i) PRINT

« SUNDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY WEDMESDAY, OCTCBER 01, 2014

28 30 Oct 1 2 3 4

OCTORER 2014 4

S MT W T F S

12 3 14

5 6 7 8 3 W oA

713 WO KT’

B 20 21 2 23 24 25
26 27 28 23 M0 3

MY CALENDARS

ot Month selected is
OTHER CALENDARS d | S p I aye d

[

12 13 | 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31 Nov 1

6/18/2014 15
start| @ « (2 (¥] O/ [~ W] 2 © 0] | 0]mbox - Malbox - Frey, J| [P O - Tutarial #4 Story. . | € Training User - Outloo... SeachDesktop | 2 ‘@EO#@@&@%& 1109 M




Calendar Tab — Main Calendar — Select go to today
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Calendar Tab — Main Calendar — Display ‘go to today’ view
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OWA Overview — Sign off
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0365 — OWA Sign Off - Internet
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